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§1233.10 How does an agency transfer
records to a NARA Federal Records
Center?

An agency transfers records to a
NARA Federal Records Center using
the following procedures:

(a) General. NARA will ensure that
its records centers meet the facilities
standards in 36 CFR part 1234, which
meets the agency’s obligation in
§1232.14(a) of this subchapter.

(b) Agencies must use their des-
ignated NARA Federal Records Cen-
ter(s) as specified in their agency
agreement with NARA (Federal
Records Center Program (FRCP)) for
the storage of records.

(¢c) Transfers to NARA Federal
Records Centers must be preceded by
the submission of a Standard Form
(SF) 135, Records Transmittal and Re-
ceipt, or an electronic equivalent.
Preparation and submission of this
form will meet the requirements for
records description provided in
§1232.14(c) of this subchapter, except
the folder title list required for perma-
nent and unscheduled records. A folder
title list is also required for records
that are scheduled for sampling or se-
lection after transfer.

(d) A separate SF 135 or electronic
equivalent is required for each indi-
vidual records series having the same
disposition authority and disposition
date.

(e) For further guidance on transfer
of records to a NARA Federal Records
Center, consult the NARA Federal
Records Centers Program Web site
(http://www.archives.gov/fre/tool-
kit.html#ttransfer), or current NARA
publications and bulletins by con-
tacting the National Archives and
Records Administration, Office of Re-
gional Records Services (NR), 8601
Adelphi Road, College Park, MD or
phone (301) 837-2950, or individual
NARA Federal Records Centers http:/
www.archives.gov/frc/locations.html.

§1233.12 How does an agency transfer
vital records to a NARA Federal
Records Center?

For assistance on selecting an appro-
priate site among NARA facilities for
storage of vital records, agencies may
contact National Archives and Records
Administration, Office of Regional

36 CFR Ch. XII (7-1-11 Edition)

Records Services, 8601 Adelphi Road,
College Park, MD or phone (301) 837-
2950. The actual transfers are governed
by the general requirements and proce-
dures in this part and 36 CFR part 1223.

§1233.14 What personnel records must
be transferred to the National Per-
sonnel Records Center (NPRC)?

(a) Civilian personnel files:

(1) General Records Schedules 1 and 2
specify that certain Federal civilian
personnel, medical, and pay records
must be centrally stored at the Na-
tional Personnel Records Center
headquartered in St. Louis, MO.

(2) [Reserved]

(b) The following types of medical
treatment records are transferred to
the NPRC:

(1) Inpatient (hospitalization) records
created for all categories of patients
(active duty personnel, retirees, and
dependents) receiving inpatient treat-
ment and extended ambulatory proce-
dures; and

(2) Outpatient medical treatment
records for military retirees, depend-
ents, and other civilians treated at
military health care facilities (ex-
cludes active duty military personnel
at time of military discharge or retire-
ment).

§1233.16 How does an agency transfer
records to the National Personnel
Records Center (NPRC)?

Agencies must use the following pro-
cedures when transferring records to
the NPRC:

(a) Civilian personnel files.

(1) Forward the official personnel
folder (OPF) and the employee medical
folder (EMF) to the NPRC at the same
time.

(2) Transfer EMFs and OPFs in sepa-
rate folders.

(3) Retirement of individual folders is
based on the date of separation and
should occur within 90 to 120 days after
the employee separates from Federal
service.

(4) For additional guidance, consult
the Office of Personnel Management
(OPM) 1900 E Street, NW., Washington,
DC 20415, phone number (202) 606-1800,
Web site http:/www.opm.gov/feddata/
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